Welcome to eForms!

As a part of the Department's ongoing efforts to reduce paper and increase employee mobility, we are transitioning DCS forms from
Microsoft Word and Excel documents into electronicg, fillable forms (eForms). The new eForms are designed to be filled out
electronically and digitally signed so DCS employees no longer need to print, physically sign and scan completed forms.

DCS Forms and Publications

Note: Forms are updated frequently. To ensure the most current, updated form is being used, all DCS forms should be accessed from this Web Page.
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» N/A Absconder Guide Checklist

» 0705 Absconder/Runaway/ Escapee Recovery Checklist CS-0705

You will notice a few changes to the Forms & Documents webpage. A new column will be available for eForms. You will download the
new eForms in the same manner as the previous Word and Excel versions.
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When you open one of the new eForms you will notice a purple bar at the top of Adobe Reader. If you do not have Adobe Reader, you
may download the latest version for free from the Adobe Reader website. It indicates you have opened a PDF with fillable form fields.
All form fields will be highlighted in a purple/blue color. To enter data into a field, simply click on your field of choice and start typing.

To navigate to the next field without using your cursor, you may use the [Tab] key to toggle to the next form field.
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How to Set Up a Signature for Digital Signing

Please fill out the following form.

HIPAA Authorization for Release of Protected Health Information:

| hereby authorize the use or disclosure of my individually identifiable health information as described above. | underst:
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Authorizing Signature

Name of Client's Representative ( Print)

Name of Witness (Print)

1. Click on the signature field. Signature fields will always be indicated with a small red flag in the top left corner of the field
2. A"Sign Document” dialog box will pop up asking you how you wish to sign the document. To create a new digital signature,
select “New ID...”
3. Select “A new digital ID | want to create now” when it asks how you want to sign the document.
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4, | Where would you like to store your self-signed digital ID? || Enter your identity infermation to be used when generating the self-signed certificate.

@ New PKCS#12 digital ID file I Mame (e.g. John Smith): IName

Creates a new password protected digital ID file that uses the standard PKC5#12 format. L . Tuni
This common digital ID file format is supported by most security software applications, Organizational Unit: I nit
including major web browsers, PKC5#12 files have a .pfx or .pl2 file extension.
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Your digital ID will be stored in the Windows Certificate Store where it will also be available Email Address: Iname@tn.gov

to other Windows applications. The digital ID will be protected by your Windows lagin.
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4. Select “New PKCS#12 Digital ID File” to create a signature 5. Fill out the first four fields with your information. Leave the
that can be used for all Adobe PDF forms. “Key Algorithm” and “Use digital ID for” fields set to the
default values.
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Cancel

Enter a file location and password for your new digital ID file. You will need the password when
you use the digital ID to sign or decrypt documents. You should make a note of the file location
=0 that you can copy this file for backup or other purposes, You can later change options for this
file using the Security Settings dialog.

File Mame:

IC:\Users\eiﬂg‘g?g\ﬁppData\Roaming‘\Adobe\Acrobat\ll MSecurty\Mame. pfx Browse...
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6. You will be asked to create a password for your Digital
Signature/ID. Adobe will rate the strength of your
password for you, but it is not required to be “strong.”
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7. Your new digital Signature/ID is now available for signing.
You must enter your password in order to sign the form.
You will be asked to save the file once you click the sign
button.
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8. Once you have signed and saved the file with your signature you will be able to see the signature field with your digital signature/ID.
Note: You will only need to set this up once on your computer.

Sign a document with a previously created digital signature/ID
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To sign a document with a digital signature/ID you have already created, simply choose it from the “Sign as” drop down list. You will

be required to enter the password you used when it was setup.



